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Regulations 
of the 

General Services Administration 


General* Regulations prescribed by the Administrator of General Ser- 
vices pursuant to the provisions of Public Law 152, 81st Congress, as 
amended, and other law, having continuing application to Government 

S nd to P ublic bs codified into a five title edition 

entitled Regulations of the General Services Administration . " These 
Regulations will include all policy directives, procedures, general 
delegations of authority, GSA and Standard Forms and similar regula- 
tory material. 6 

Title Numbers and Subjects. When completed the codified edition of 
the Regulations win consist of the following* 


Title 1 
Title 2 
Title 3 
Title 4 
Title 6 


Personal Property Management 
Real Property Management 
Federal Records 
Emergency Procurement 
Contract Settlement 


Method of, Issuance. Codified Regulations are issued in loose leaf 
rorm to permit the Insertion or removal of pages upon which additions 
to, or deletions or revisions of, regulatory statements ere made 
neoeseery by ohenges in polioy or fact. Revised or added pages will 
be issued as needed, and the material under eeoh Title shall be kept 
up to date by ell persons who are responsible for the operation of 

J5 y J? hi £* of ? n Program whloh la effeoted by the Regulations 

of the General Servioes Administration. gux.^ons 

Internal Numbering System. Titles are divided into numbered and 

i ? h *P ter *< P«ri«. fi.ctlon. find .ub,.otlon., to d*not. d.lln««- 
tion between subordinate functional areas under the main title. 

Parts, sections and subsections are identified by a five digit number- 

d * glt identifies the part; the second and third 
t « 6 8eotlon i and th « fourth and fifth digits identify 
P Sfv? urpos ? s of reference a subsection Sill be identl- 
by u | ing tlie number, the chapter number and the full section 

ChTntftA th fn fi K St a ^ baeotl °n Of the first section under 

Chapter XI of. Title 2, will be referenced as GSA Regulation 2-II-201.01, 

the ohfl«t«2 Umb p r idebtdfiea title and the second number identifies 
Pa £ a S ra P ha ® nd subparagraphs are identified by small 
alphabetical letters and by arable numerals respectively: for example 

seotSn^Ol’oi^? 6 ? 82 ^? 11 hi P 111 ® a P ai, ®S r ®Pb ®nd subparagraph under * 
201 * 01 of Pa 5* t 2 wil1 be referenced for identification pur- 

?!?? a a J m^ ara8 £ ap ?u a,1# ?* G ? A Reg * 2-11-201.01, or GSA Reg. 
fled in^Sdl^ 1 ^ subdivisions, when necessary, will be identi- 

fied in order by letters and numerals in parentheses, e.g., (a) and (1). 

Pages are identified in the upper right or left comer to show the 
part 7 section and subseotion in which they belong. 

For example, a page bearing the identification "GSA Reg. 2-II-201.04" 
b ©longs in Chapter II, Part 2, Section 1, subsection 4, of Title 2 

5 s identification shoTO at t h« topof^he 
P ®f® a be the num ber of the first subsection beginning on that 
page. When a subsection extends beyond one page, the continuation 
page is further identified by "(Cont'd- )" appearing after the sub- 
aection number at the top of the page; for example, (Cont'd-2). 
lCont*d-3), etc. 

After the original Issuance of material under a title revised or added 

1 followin S statement in the upper right 

ll (Added (date) K edlately bel ° W th ° pag ® ld9ntlflcat io* (Revised (date) 
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Tranami ttal Letters . The original issuance and revised and added 
material will be promulgated and distributed to agencies under cover 
of a series of eonseoutively numbered transmittal letters for each 
title* The transmittal letters will be designed to serve the follow- 
ing purposes: 

1* Transmit as an attachment the pages to be substituted or added 
and give instructions for insertion* 

2« State the purpose of the new regulation or the change in polio? 
involved* 

3* Give auoh nonrecurring instructions as may be necessary to effect 
the new or ohanged regulation and the date such regulation shall 
be made effective^ 

For reference purposes transmittal letters should be retained, and may 
be placed in the back of the oover for the particular title; or may be 
detached and filed separately* 


I 
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AUTHENTICATION 


In accordance with the authority vested in the 
Administrator of General Services, I hereby declare 
that the Regulations of the General Services Admin- 
istration, Title 3, Federal Records, shall be the 
Regulations governing the management of the records 
of Federal agencies until modified by order of the 
Administrator or by law. 
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GSA 




1 

title 3 Federal records 

CHAPTER I ‘ GENERAL PROVISIONS 
PART 1 INTRODUCTION 
SECTION 101.00 GENERAL 


101.01 purpose. The Regulations in this Title prescribe policies 
and methods for the economical and efficient management of records 
of Federal agencies. 

101.02 Authority . The Regulations in this Title are issued pursuant 
to the authority contained in the so-called Records Disposal Act, as 
amended (44 U.S.C. 366-380), the Federal Property and Administrative 
Services Act of 1949, as amended (41 U.S.C. Supp. 214, 44 U.S.C. 

Supp, 367, 369), and the Federal Records Act of 1950 (41 U.S.C. 

Supp. 281-290). * 

1°1*°3 Applicability . The Regulations in this Title apply to all 
agencies in the executive, legislative, and judicial branches of 
the Government, except the Senate, the House of Representatives, 
and the Architect of the Capitol and any activities under his 
direction, to the extent provided in the Federal Property and 
Administrative Services Act of 1949, as amended. 


w 
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SECTION 102*00 AGKNCI RECORDS MANAGEMENT PROGRAMS 

w 

102.01 Authority . Section 506 (b) of the Federal Records Act of 1950 
requires the head of each Federal agency to establish and maintain an 
active, continuing program for the economical and efficient management 
of the records of the agency. 

102.02 program Content . Agency programs shall, among other things, 
provide for; 


w 



a* Effective controls over the creation, the organization, maintenance 
and use, and the disposition of all agency records, 

b. Cooperation ‘with the Administrator of General Services in develop- 
ing and applying standards, procedures, and techniques designed to 
improve the management of records, assure the maintenance and 
security of records of continuing value, and facilitate the segre- 
gation and disposal of all records of temporary value* 

c* Compliance with the provisions of the Federal Records Act of 1950 
and with the regulations issued thereunder, 

102.03 Creation of Records . Adequate records management controls over 
the creation of agency records shall be instituted to insure that im- 
portant policies and decisions are adequately recorded} that routine 
operational paper work is kept to a minimum} and that the accumulation 
of unnecessary files is prevented. Effective techniques to be applied 
in this area include the application of systems for the control of 
correspondence, forms, directives and issuances, and reports} the mini- 
mizing of duplicate files} and the disposal without filing of transitory 
material that has no value for record purposes. 

102«0ti Organization, Maintenance, and Use of Records * Provision shall 
be made for the continued analysis and improvement of such matters as 
mail handling and routing, record classification and indexing systems, 
the use of filing equipment and supplies, the reproduction and trans- 
portation of records, and work production standards relating thereto, 
to insure that records are maintained economically and efficiently and 
in such a manner that their maximum usefulness is attained, 

102,05 Disposition of Records * Provision shall be made to insure that 
records of continuing value are preserved but that records no longer of 
current use to an agency are promptly disposed of or retired* Effective 
techniques for accomplishing these ends are the development of records 
control schedules; the transfer of records to records centers and to 
the National Archives; the microfilming of appropriate records; and the 
disposal of valueless records* 
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102.06 Liaison Offices . Responsibility for the development of the 
records management program shall be specifically assigned to an office 
or off ices, within each Federal agency. The office to which the major 
responsibility is assigned shall be reported for liaison purposes to 
the National Archives and Records Service, 

102.07 Annual Statistical Summary, Each Federal agency within 60 days 
after the close of the fiscal year 1952 and eaoh year thereafter shall 
submit to the National Archives and Records Service a statistical 
summary of records holdings on GSA Form 467 (Exhibit 1, Appendix A). 
Instructions for the preparation of the report are set forth on the form. 
The statistical summary may be consolidated for the entire agency, or, 

if more practical, individual reports may be submitted for bureaus or 
comparable organisational units. 
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CHAPTER XV DISPOSITION OF FEDERAL RECORDS 




iv-ioi.ca 


PART 1 RECORDS CONTROL SCHEDULES AND STANDARDS 
SECTION 101.00 RECORDS CONTROL SCHEDULES 


101*01 Records Scheduling Programs * A records scheduling program is 
essential to promote a prompt and orderly reduction in the quantity of 
records in each Federal agency in accordance with the provisions of 
section 505 (a) of the Federal Records Act of 1950* 

> 

101,02 Basic Elements i n Reco rds Scheduling Progra ms . Three basic 
elements are present In a records scheduling programs 

a* The taking of a complete inventory of the records in the custody 
of the agency. 

„^.h. The formulation of policy as to the disposition of each type or 
series of reoords and its statement in the form of a reoorde 
control schedule* 

c* The application of the records control schedule to effect the 
elimination or removal of records* 

101*03 Formulation of Records Control Schedul es. The following steps 
shall bet alien In the development of records control schedules* 

a* Each Federal, agency shall compile a records control schedule for 
-ill major groups of records in its custody having importance in 
terns of content, bulk, or space and equipment occupied* For 
all Federal agencies in existence on June 30, 1951 (other than 
the judiciary, for which special arrangements will be made), such 
records control schedules shall be completed by June 30, 1954. 

For all, Federal agencies created after June 30, 1951, such 
schedules shall be completed within one year after the creation 
of the agency* 

b. schedules shall clearly identify and describe tha series of records 
covered, and shall contain instructions that, when approved, can 
be readily applied. Schedules must be readily adaptable to use 
along organizational lines, so that each office will have standing 
instructions for the disposition of records in its custody, 

c* All schedules shall take into account the actual filing arrangements 
ii? existence, so that disposition of records can be physically 
accomplished in the largest blocks possible, 

d. Ijftfiracord materials, such as extra copies of documents preserved 
• for convenience of reference, stocks of processed documents, 

/ preliminary worksheets, and simile papers that need not be made 
/ a matter of record, shall not be incorporated in the official 
/ files of the agency. To the maximum extent possible, material 

/ 
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not required for record purpo-'-vS shall be disposed of 5 it should not 
be sent to file. In cases ^.fcere transitory files of such Bate rials 
are established and maintained in filing equipment, such files shall 
be controlled by means of instructions in the records control schedule. 

e. Schedules shall be reviewed at least once annually to effect changes 
necessary to maintain their current status. 

101.04 Provisions of Records Control Schedules . Records control schedules 
shall provide fort 

a. The disposal after minimum retention periods of those records not 
having sufficient value to justify their further retention. 

Procedures for obtaining disposal authorization are prescribed 
in sections 104*00 and 106 .00 of this chapter. 

b. The removal to a Federal Records Center (or to an agency records 
center approved under the provisions of section 401.00 of this 
chapter) of those records which cannot be disposed of immediately 
but which need not be maintained in office space and equipment. 

Such records will be maintained by the records center pending 
their transfer or disposal. 

0 . The retention as current records in office space and equipment of 
the minimum volume of records consistent with efficient operation. 

101.05 Application of Records Control Schedules . The head of each 
Federal agency shall take necessary action to obtain the application, 
of records control schedules to provide for the ma x i mum economy of 
space , equipment, and personnel • 


1 
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^ SECTION 104-00 GENERAL RETENTION AND DISPOSAL SCHEDULES 


104.01 Authority . Section 505 (b) of the Federal Records Act of 1950 
directs the Administrator to establish standards for the selective 
retention of records of continuing value. The Records Disposal Act 
prescribes that no records of the United States Government shall be 
alienated or destroyed except in accordance with the provisions of 
the Act* This Act also authorizes the Administrator to submit to 
Congress schedules proposing the disposal, after the lapse of speci- 
fied periods of time, of records of a specified form or character 
common to several or all agencies that either have accumulated or 

may accumulate in such agencies and that apparently will not, after 
the lapse of the periods specified, have sufficient administrative, 
legal, research, or other value to warrant their further preservation 
by the United States Government# 

These schedules when reported upon favorably by the Joint Committee 
on the Disposition of Executive Papers constitute authority to 
dispose of the records included therein. Agencies may apply this 
authority subject to approval of the Comptroller General of the 
United States when required by section 9 of ths Records Disposal 
Aot# Such disposal authority is permissive and not mandatory. 

104.02 Approved General Disposal Schedules . Pursuant to the 
authority cited in section 104.01, general disposal schedule s 
governing the retention and disposal of the types of records listed 
below shall continue in effect until superseded by amendment of 
this section. 

a. Civilian Personnel Records, issued by Federal Records 
Regulation No. 1, dated November 2, 1951. 

b. Deferment Records (World War II), issued by National 
Archives Circular Letter No. 46-2, dated March 13, 1946. 

c. Records of Informational Services and Relations with the 
Public, issued by National Archives Circular Letter No. 

46-4, dated May 23, 1946. 

d. Ma il and Postal Records, issued by National Archives 
Circular Letter No. 47-1, dated August 7, 1946. 

e. Fiscal and Accounting Records, issued by National Archives 
Circular Letter No. 47-2, dated August 7, 1946. 

f. Bankruptcy Records, issued by National Archives Circular 
Letter No. 46-1, dated July 7, 1947. 


v 
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^ SECTION 105.00 REPRODUCTION OF PERMANENT!! VALUABLE RECORDS 


105.01 Authority . Pursuant to the provisions of section 2 of the Records 
Disposal Act, the Administrator of General Services is required to estab- 
lish standards for the reproduction of records by photographic, micro- 
photographic, or other processes, when such reproductions are to serve as 
permanent records. 

105 Standards . In making reproductions of permanently valuable records 
5 n order to dispose of the originals, the following standards shall bo 
maintained t 


a. The integrity of the original records shall be preserved on the copies. 
The preservation of the integrity of the records implies that the 
copies will be adequate substitutes for the original records in serving 
the purposes f or which such records were created or maintained. More 
specifically, the term "integrity of the records" is defined to meant 

1. That the copies will be so arranged, identified, and indexed 
that an individual dooument or component of a records series 
can be located with reasonable facility; and 


b. 


2. That the copies will contain all significant record detail 
needed for probable future reference. 

Th ® fi 1 ® <tooic used in making photographio or mi orophot ©graphic copies 

2* ^n.Tl 8 oeaply with tha epsolfioations T 

th» National Bur.au of Standarda for parmanent raoorda. 


d. 


Tha Provision* for prtatrving, axanining, and ualng tha copiaa of 
tha original’ raoorda ahaU ha adaquata. 

Nhanavar tha aganoy daana that tha original photographio or aloro- 
photographio nagatlva or aaatar raproduoing eopjr of pansanantlr 
raluabla raoorda la datariorating or will datariorata aa a raault 
of uaa or otbir oauaaa, tha aganoy ahall naka a duplloat. oow for 
ita own us., if naooaaary. and .hall dapoait tha original photo- 

SSlta affinal ISSJJ 0 W “ ,tir " produoin « 



Lonjf 


Authority to dlspoaa of tha original 

■ a* A A mJ XL — * ^1. i m Aa & A. ^ ^ 


105.03 

woorda must b. obtained in aooordanea with s.otion’ioi.OO of thia*obaptar. 

? f ; p l» wr#1 biia B withhsld because <J 
"2*®*.*° ocnply with tha abow standards, Paderal ag.no is a proposing to 
preserve permanently valuable records on mlorofilm or by other reproduce 
tion shall request authority to dispose of tha originals before 

the reproduction project itself is actually undertaken. 


.<• 
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a* Approval will be facilitated if a statement of procedures to bs 
adopted in order to comply with the above standards accompanies 
the request. 

b. Technical advice and assistance may be obtained, upon request, 
fr«a the National Archives and Records Service, Records i&nage- 
went Division* 
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SECTION 106.00 AGENCY DISPOSAL AUTHORITY 


106*01 Authorit y. The Records Disposal Act prescribes that no records 
of the United States Government shall be alienated or destroyed except 
in accordance with the provisions of the Act. It farther requires the 
Administrator of General Services to establish procedures to be followed 
Federal agencies in compiling and submitting lists and schedules of 
records proposed for disposal. 

106.02 Submission of Disposal Requests . Requests for authorization to 
dispose of records shall ba initiated by Federal agencies by submitting 
records disposal lists or schedules to the National Archives and Records 
Service on Standard Forms 115 and 115a, Continuation Sheet, as revised. 
Samples of these forms and instructions for their preparation are attached 
as Exhibits 2 and 2a, Appendix A. Existing stocks of Standard Form 115 
and 115a will be used until exhausted. Standard Form 115 may be used for 
submitting either a list or schedule, by checking either A or B, respec- 
tively, under entry 6. Authority contained in an approved list is limited 
to records already in existence, and should be used only when records of 
the types described are no longer accumulating. A schedule gives contin- 
uing authorization, and will be used in all cases where the types of 
records described in the request will continue to accumulate , 

106.03 Certification . The signing of standard Fora 115 by a properly 
authorized agency representative shall constitute certification that the 
records described do not have, or will not have after the expiration of 
the retention period indicated, sufficient administrative, legal, cr 
fiscal value to the agency itself to warrant further retention. Appraisal 
by the National Archives and Records Service will be limited to review for 
possible value to other agencies of the Government, and for research or 
historical value. 


X ° 6 *? 4 General Accounting Office Clearance . Each Federal agency shall 
Obtain the approval of the Comptroller General of the United states as 
required by section 9 of the Records Disposal Act, for the disposal’ of 
certain classes of records relating to claims and demands by or against 
the Government or to accounts in which the Government is concerned. 

Such approval shall be obtained either prior to or concurrently with the 
submission of the disposal request to the National Archives and Records 
Service. 


1°6.05 te.r oval of Requests for Disposal Authority . After review by the 
Nat ion al Archives and Records Service* the request, with the Archivist’s 
reccromendation, is transmitted to the Congress as required by the Records 
Disposal Act. If the *Toint Committee on the Disposition of Executive 
papers makes a favorable report on the request, the Archivist shall notify 
the agency thereof by returning one copy of completed Standard Fora 115. 
This coneitutee the disposal authorization, which is mandatory. Such 

*2 *Si iS!e 2 die P osal ehan be accomplished as prescribed in section 201.00 
of this chapter, * 
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10$ *06 Extensionof Retention Periods , Xn cases or ©me rgency or when 
It is In the interest of econcny, the head of a Federal agency may 
retain records authorised by Congress for disposal after the specified 
retention period* Ifoen records are so retained, a copy of the directive 
authorizing such retention shall be furnished to the Administrator and 
such records shall be disposed of as soon as is administratively prac- 
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SECTION 107.00 EMERGENCY AUTHORIZATION FOR THE DISPOSAL OF RECORDS 

107.01 General . Under certain conditions records may be disposed of 
■without regard to the provisions of section 106.00 of this chapter. 

107.02 Menaces to Human Health or Life or to Property . Section 10 of 
the Records Disposal Act authorizes disposal whenever it is determined 
that records constitute a continuing menace to human health or life or 
to property. Whenever the head of an agency has determined that records 
constitute such a menace he shall notify the National Archives and Records 
Service, specifying the nature of the records, their location and quantity, 
and the nature of the menace. If the National Archives and Records Service 
concurs in the determination, the immediate removal of the menace by 
destruction of the records or by other appropriate means will be directed. 

107.03 State of War or Threatened War . Section 11 of the Records Disposal 
Act authorizes the destruction of records outside the territorial limits 

of the continental United States whenever, during the existence of a 
state of war between the United States and any other nation or when hostile 
action by a foreign power appears Imminent, the head of the agency that has 
custody of the records determines that their retention would be prejudicial 
to the interests of the United States, or that they occupy space urgently 
needed for military purposes and are without sufficient value to warrant 
continued preservation* 

Within six months after the disposal of any records under this authoriza- 
tion, a written report describing the character of the records and stating 
when and where the disposal was accomplished shall be submitted to the 
National Archives and Records Service by the agency official who directed 
the disposal* 


w 
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PART 2 DISPOSAL CF ESC GKOS 

SECTION 201*00 METHODS OF DISPOSAL 


201*01 Authorit y* Under the provisions of the Records Disposal Act, 
Federal agencies are required to follow regulations issued by the 
Administrator of General Services governing the methods by which records 
authorized for disposal are to be disposed of* Only the methods set 
forth in this section shall be used in effecting the disposal of records, 
whenever Congress shall have authorized their disposal. 

201*02 Sale or Salvag e. Paper records to be disposed of shall normally, 
and during the present shortage of paper, to the maximum extent prac- 
ticable, be sold as waste paper; provided that, unless the records have 
boon treated to destroy their record content, the contract for sale shall 
prohibit their resale or use as records or documents* Outside Washington, 
D. C*, where quantities involved do not warrant sale, paper records 
authorized for disposal may be donated for salvage purposes to local 
public or nonprofit institutions or agencies; provided that precautions 
are taken to insure that the materials are not resold as records or 
documents, and that the interests of the United States and of private 
individuals are protected. Records other than paper records (film, 
plastic, etc.) may be salvaged by the agency concerned or sold under the 
same conditions that govern the sale of paper records. All sales shall be 
on a competitive basis as required by the provisions of law applicable to 
the selling agency. 

201.03 Donation for Preservation and Use . THhenever it is believed that 
the public interest will be served thereby, a Federal agency may transfer 
records authorized for disposal to a government, organization, institu- 
tion, corporation, or person that has made application for them; provided 
(a) that the applicant agrees not to sell the records as records or docu- 
ments; (b) that the transfer is made without cost to the united States 
Government; (c) that no transfer shall be approved if the records contain 
information the revelation of which is prohibited by law or would be con- 
trary to the public interest; (d) that no transfer to a foreign government 
shall be approved unless such government has an official interest in the 
records; and (e) that no transfer to a person or business corporation 
shall be approved unless the records are necessary to the operation of 
of properties acquired from the Government. 

ft* Report of Donation of Disposable Records to Non-Federal Custody * 

Each donation of records under this authority shall be reported to 

the National Archives and Records Service. This report shall contain* 

1. The name of department or agency and the name of the major and 
minor subdivision thereof concerned. 

2. The name and address of the recipient of the records. 

w 
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3# A lift of tho records by item number, rdth an accurate Ado nti fl- 
ea td on of the series of records transferred, tho inclusive dates 
of tbe records, and the National Archives and He cord a Service 
job and item number (s) of the disposal authorisations ) as 
indicated on Standard Fora 115, or other disposal authority, 

201.04 Destruction . If the records cannot advantageously bo sold or 
ctherrdee salvaged, or if, in the opinion of the agency concerned, de- 
struction is necessary to prevent the disclosure of information that 
might bo prejudicial to the public interest, the records may be destroyed 
by maceration, burning, or other appropriate means. 
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"'V +■ ' 

^ PART i TRANSFERS OF RECORDS 

SECTION 301.00 TRANSFER OF RECORDS FROM THE CUSTODY <M 
... . r . ■ ONE EXECWflVE AGENCY TO THAT OF ANOTHER 


■ • ; r 


$01,01 Authority , Section 505 (e) of the Federal Records Act of 1950 
provides that, subject to applicable provisions of law, the Administrator 
Of General Services shall issue, regulations governing the transfer of 
records from the custody of one executive agency to that of another. 

* ■ r " ' * 1 •- J ''j v '.t \ •: } f * ' \ j i fv ' ' * * ’ : ; ^ _ 

301.02 Approval , No records shall be transferred from one executive 
agency to the custody of another without the prior written approval of 
the National Archives and Records Service except as provided in section 
301.09 of this chapter, 

V:: .■ * $ . ” ^ : J. - 

301.03 Agency Request . The head df any executive agency may request the 
transfer of records to or from his agency. Approval shall be requested 
by letter addressed to the Rational Archives and Records Service, in which 
are included* 




. & ' 


a. A concise description of the records to be transferred, including 
the volume in cubic feet * 

b# A statement o£ the 'restrictions imposed on the use of records^ 

e, A statement of;$h© number of reference requests per month made 
on the record^ 1 tilth information as to the agen6ies and persons 
using the records and the purpose of such use; 




AS1* • 1 . 1 > 


d. A Jltatement of the number of persons, if any, assigned to the 
administration of the records* / 


e, A statement of the current and proposed physical and organiza- 
tional locations of the records! 

f , Information as to why the proposed transfer is in the best 
interests of the Government ; and 

g« A Justification for the transfer of records more than five years 
old, 

301*04 Agency Concurrences , Copies of the concurrence or nonconcurrence 
in the transfer by the heads of any agencies concerned shall be attached 
to the agency request, 

301*05 Records o f fermlnated Ag encies , Transfers of records of executive 
agencies whose functions are terminated or are in process of liquidation 
are expressly subject to these regulations and no such transfers shall 
be made except in accordance with their provisions. 
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q01.06 Equipment. records storage equivalent shall be transferred edth 
the records contained therein in accordance with arrangements previously 
agreed to by the agencies concerned, 

301,07 C osts of Transfers , Approved transfers shall be joade without 
reimbursement to the : agency of original custody for any costs involved, 
except when such reimbursement is previously agreed to by the agencies 

jm&m i*™ ... , . 

Jnft Restrictions on Use of R ecords , Whenever any records that are 
transferred are subject to restrictions upon their use, imposed pursuant 
to statute. Executive order, or agency determination, such restrictions 
shall "continue in effeot after the transfer. Restrictions Imposed by 
agency determination may be removed by agreement between the agencies 
concerned. 

^01*09 Exceptions . Prior written approval of the National Archives 
apd R^ords Service is not required! 

a. When records are transferred to the Federal Records Centers or 
the National Archives in accordance with sections 302.00 and 
of tfiis chapter. 

b« When records are loaned for official use. 

C. When the transfer of records or functions or both is required 
by statute, Executive order, or Presidential reorganization 
plan, or by specific determinations made thereunder* 

d. When the continuing transfer of records has heretofore been au- 
thorized under the provisions of Executive Order 9784, September 
25, 1946 (11 F#R. 10909). Revisions in such authorizations re- 
quire the approval of the National Archives and Records Service* 
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SECTION 302.00 TRANSFER OF.. RECORDS TO FEDERAL RECORDS CENTERS 


302.01 Authority. Section 505 (d) of the Federal Records Act of 1950 
authorizes the Administrator of General Services to establish, maintain 
and operate records centers for the storage, processing, and servicing * 
of records for Federal agencies. Such centers are known as Federal 
Records Centers. A list of Federal Records Centers showing the areas 
served thereby is attached as Exhibit 3, Appendix A. 

procedures for Transfers to Ttaderal Records Centers- Th* f.iw 

ing procedures will govern the transfer of re^ds to Federal Records 
Centers s 

a. jfectoral Records Centers will accept for transfer any records offered 
by Fsderal agencies, subject to the following conditions* 

1. That the records are not authorised for immediate disposal * and 

2. That facilities for housing and providing reference service 
on the records are available. 

Priority will be given to the removal of records from office space 
from space convertible to office use, from leased space, Jrt 
filing equipment which can be reused, 

b. Transfers may be initiated by either oral or written request to the 
Deputy Regional Director for Records Management in the General 
Services Administration region in which the records are located 

proposed f^rSer! ° f the reCordB ’ 

o. Transfers of records on an agency-wide basis may be initiated bv 
central or headquarters offices of agencies by either oral or * 
r8 ' 1 !j e ® t bo the Records Management Division, National 
Archives and Records Servioe, National Archives Building, Washington 

25, D. C, Requests shall specify the nature and quantity of the 
records proposed for transfer. H ^ 7 oi tne 

d * l!u er ^' 5®? ord s Centers will furnish agencies with a receipt 
acknowledging the transfer of records , ^ 

2° 2 *°3 Surveys of Records Av ailable for Transfer . Surveys will be con. 

llul' m ™ eemnt * the £££ a«r 

/ ^? ld ° m ° 9S of those agencies not operating approved records 
centers for the purpose of recommending records for transfer to Federal 

office 1 5 ,5! nterS ; *“* reo inundations will be submitted to the field 
office concerned and to the National Archives and Records lervLe for 


W 
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coordination vith the appropriate agency headquarters ♦ Surveys of records 
of agency headquarters will normally be made by the Records Management 
Division, National Archives and Records Service# 

302.04 Release of Equipment . Equipment received with the transfer of 
records to a Fe de ral Records Center Trill, when emptied and if needed, be 
returned on request to the agency from ■which the records were received. 

If the return of such equipment is not required, it will be disposed of 
in accordance with applicable excess property Regulations. 

302.05 Restrictions on Use of Records . Restrictions lawfully imposed 
on the use of transferred records will be observed and enforced by the 
Federal Records Centers, subject to the provisions of section 507 (b) 
of the Federal Records Act of 1950 . 

302.06 Disposal Clearances . No records of a Federal agency still in 
existence shall be disposed of by a Federal Records Center except with 
the concurrence of the agency concerned. 
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. SECTION 303.00 TRANSFER OF RECORDS TO THE NATIONAL ARCHIVES 


w 


303-01 Authorit y. Tbs Administrator of General Services is authorised 
by section 507 (a) of the Federal Records Act of 1950 to accept for 
deposxt v*ith tbe National Archives of the United States the records of 
any Federal agency or of the Congress of the United States that are 
determined by the Archivist to have sufficient historical or other value 
to warrant their continued preservation by the United States Government. 

303*02 Transfers via Records Centers . Records will normally ba trans- 
ferred to the National Archives from a Federal Records Center or an ap- 
proved agency records center, fcn such transfers are made, the agencies 
concerned will be furnished an inventory of the records transferred, 

303,03 Street _ Transfers . The classes of Federal records listed below 
may be offered for direct transfer to the National Archives. Such 
transfers shall be initiated by Federal agencies by written request to 
the National Archives and Records Service, specifying the nature and 
quantity of the records proposed for transfer. Existing arrangements 
for the transfer of records of the Congress of the United States will 
be continued, 

a. Records of the Executive Office of the President and of 
Presidential Boards, Commissions, and Committees 

b. Records of the Congress of the United States 

c. Records of the Supreme Court of the United States 

d. Audiovisual records (motion pictures, still photographs 

sound recordings, etc.) * 

•* Cartographic records (maps, charts, etc.) 


f. Series of records of unquestionable value that are not susceptible 
to screening or other processing (such as microfilming) to reduce 
their bulk 

g. Records that have been in existence 25 or more years and that 
are considered to have enduring value 

303M Release of Equipment . Equipment received with the transfer of 
records to the National Archives will, when emptied and if needed be 
returned on request to the agency from which the records were received. 
If the return of such equipment is not required, it will be disposed of 
in accordance with applicable excess property Regulations* 


.V 
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303»05 Restrictions on Use of Records , Restrictions 1 artfully Imposed 
on the use of transferred records Trill be observed and enforced by the 
National Archives and Records Service, subject to the provisions of 
section 507 (b) of the Federal Records Act of 1950. 

303.06 Disposal Clearances . No records of a Federal agency still in 
existence shall be disposed of by the National Archives and Records 
Service except idth the concurrence of the agency concerned. 
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> PART 4 AGENCY MCOim CENTE/iS 

SECTION 401.00 ESTABLISHMENT 

A. ' ■ - :• * . 

^ y ‘ ' ••• ' 

401.ei M!i2£ifeK' Section 506 (c) of the Federal Records Act of 19 TO 
authorize. Federal agencies to maintain and operate records centers 

or iat^t he re for ’ and servicing of records that are appro- 

of Generel^f^lr^” centers are approved by the Administrator 
rffvt- a i S ? i ° ‘ ■ oU0h centers operated by Federal agencies are 
referred to herein as "agency records centers*” 

Cente ?A » Agency records centers in operation 

IVd iLeocction bv^h^^ at 1 i0 L aC l' provieionall y approved, pending 
Tioeir inspection by the General Services Administrat ion, 

f rs - 

A*.S5«SS“"“ '“ 1 " " 1M “ ° f “• ““>1 ‘ 

•• ^ i ^“; iu L 0 s 8 PUn ’ 0Se8 ° f tM ’ 6BCti0n the tB ™ " 8 W records 

1 * 81,688 containing less than 5,000 square feet of space 

narf+«L f en +h 8 f f ? r the te ®P or8I y storage of materials pre- 
W their transfer to a records center or other P 

disposition) provided that no records are held in the staging 
area in excess of five years. staging 

Z " tT®! ° f i 8SE than 5 »°°° B^re feet used solely for the 
but on%hich e nc t0 W ? iCh oc f sional referent is made 
etc.) ifperfo^:° e68in8 “*** < 8creeni ^ microfilming. 


bn 


Sqn^nt of foquestg . Requests for authority to establish or ~ 
th! ih records center shall be submitted in sritiL to 

the Administrator of General Services. Such requests shallfpecify 

Is Proposed location of the agency records center 

2* Space to be occupied in gross square feet 

3. Nature and quantity of records to be stored 

4. Total personnel to be employed 

5 * justification of the proposed center 
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q # ^pprrftml of Requests * Requests for the establishment or relocation 
of an agency records center will be approved by the Administrator 
of General Services when greater economy or efficiency can bo 
achieved through its operation than by use of a Federal Records 
Center operated by the General Services Administration* 

401.04 Annual Agency Records Center Report * Each Federal agency 
operating one or moire agency "records .centers shall submit to the 
National Archives and Records Service, within 60 days after the close 
of the fiscal year 1952 and each year thereafter, a report on GSA 
Fora 468 (Exhibit 4, Appendix A), for each center. 
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APPENDIX a 

K)BMS and other exhibits 



.(Arranged in numerical order by Exhibit number) 


w 
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G9A REG. 3-1-102.07 


OSA FORM W 

A ^^"^, R c?! eaSe ^^ 6/ ^fA : 79MRf 7 MIWi?^^^lM l %jtDING 

/ ^*0M INI STRATI ON 


This form (original only) is to bo submitted by each Federal agency within 60 days 
after the close of eBch fiscal year to the National Archives and Records Service, 
General Services Administration, Washington 25, D. C. See instructions below. 


3, Volume of records on hand at the beginning of the 
fiscal year (cubic feet) 


Volume of records disposed of during the fiscal 
year (cubic feet) (Do not include records cleared 
for diepoaaj in Federal. Records Center a) 


3, Volume of records transferred to agency records 
centers during the fiscal year (cubic feet) 


6* Volume of records transferred to other agencies 
during the fiscal year (cubic feet) (Including 
Federal Records Centers or the National Archives) 

7. Volume of records on hand at end of fiscal year 
(cubic feet) 

6. Percentage of the records shown in 7 above whfcK 
ere scheduled for dl spo sal ( including general sched- 
(ties formally adopted by the a&ency) 


9, Percentage of the records shown in 7 above which 
are considered as permanent records. 

f(5^ Percentage of the records shown in 7 above which 
are not yet scheduled for disposal (item 8) not 
considered as permanent records (item 9) 


11 . D ATE 


,*- 42 . TITLE 


’A 


OF PERSON SIGNING REPORT 


DEPARTMENT AL 
(A) 


FIELD 
( B ) 


• ■ FISCAL YEAR E NO I NO 


2. DEPARTMENT OR AGENCY 


AGENCY 

RECORDS CENTER 
<CJ 



13. SIGNATURE 


totals 

( 0 I 


• INSTRUCTIONS 

Records of an agency transferred to the General Services Administration in years prior to the fiscal 
year covered by the report will not be reported. Non-record material will be included in volume and per- 
centage totals if agency practice calls for statistics on this class of material. 

The term "Departmental • (column A) means the headquartersof the agency, as contrasted to the agency's 
field activities, if any, but excluding records centers as defined below. 


The term "Field" (column B) means the agency's offices other than those included in the departmental 
headquarters and other than records centers as defined below. 

"Agency Records Center/ (column C) is described in GSA Regulation 3-IV-401.01 and 3-IV-401. 03a, 

NOTE: For purposes of this report, cubic feet may be calculated according to the following table of 
equivalents: 

Letter sized filing cabinets (full but workable) - VA cu. ft. per drawer 
Legal sized filing cabinets (full but workable) - 2 cu, ft, per drawer 
Tabulating cards - 10,000 per cu. ft. 

3x5 Filing case (full but workable) - 1/10 cu, ft. per 12 inch drawer 
4 x 6 Filing case (full but workable) - t/6 cu. ft. per 12 inch drawer 
5x8 Filing cose (full but workable)- V* cu. ft, per 12 inch drawer 

'«p cases and other outsized equipment - cubic measurement of inside of containers , 

'^^Sjustments for partially filled cabinets should be made. 


^here exact figures can not be given, an estimate that is as nearly accurate as possible may be sub- 

It 13 expected that items 8, 9, and 


atituted. Where this is done the figure should be oreceded t 
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5T AHDAftD fOAM 115 

revised oe cr mb Eft 1951 


EXKI BIT 2, APFCM! K A 
fiSA REG. >1 Y- 105,0? 



TO DISPOSE OF RECORDS 

(See Instructions on reverse) 


TO: THE GENERAL SERVi CES ApMI Nt STRATI ON, 

NATIONAL ARCHIVES AND RECOROS SERVICE, WASHINGTON 25, D. C. 


1. FROM (AGENCY OR ESTABLISHMENT) 


Z. MAJOR SUBDIVISION 


3, MINOR SUBDIVISION 


4. NAME OF PERSON WITH WHOM TO CONFER 


5. TEL. EXT. 


LEAVE PLANK 


DATE RECEIVED 

JOB NO. 


DATE APPROVED 


.... 1 

CONGRESSIONAL AUTHORIZATION j 

HOUSE REPORT NO. 

CONGRESS 

DATE 1 

) 1 
1 SESSION I 


NOTIFICATION TO AGENCY* J 

CONGRESS HAS AUTHORIZED DISPOSAL OF 
■'DISPOSAL APPROVED" l» COLUMN 10. 

ITEMS MARKED 


TO5J 


^LTChivist’a Representative, 


T 


fl. CERTIFICATE OF AGENCY REPRESENTATIVE: 

. 4- , ' • ...... . y . .. , ,• w . . • , ■ 

S hereby certify that I am author tied to act for the bead of thi* agency fat matter* pertaining to the disposal of record*, and that the record* described !n this U*t or 

schedule of page* are proposed for disposal for the reaaon Indicated: ("X” only one) 

A The record* have □ Th 

V 1 ceased to have sufii- I | toi 

| I ctent value to warrant oft 

further retention. I I ren 


The record* wilt cease to have sufficient value 
• warrant further retention on the expiration 
' the period of time Indicated or oh the occur- 
rence of the event specified. 



Four copies, including original, to be submitted to the National Archives and Record* Service 












f ' £gra 3L « Uoo Sfauidard JbriP.a 115 end 3.15s., obtainable fi'cm Surply Centow-o of 
F%WWae6aS«adiWpe3t^o obtain authority to '<H.b~ 
paso of rocordn. Submit four copies, all of which should bo signed and dated, to the ^ 
’National Arohivq3 and Records Service* Indicate the number of pages involved in tho r)x^ 
poaal request under entry 6* Copy 4 of the standard form vdll to returned to the agency 
4?iS notification that Congress has authorised disposal of the items marked M approve d* S| 


Entries, 1* 2 , an <1.3. should show what agency has custody of the records that are 
identified on the form, and should contain the name of the department or independent 
agency, and its msjor end minor subdivisions* 

Entries 4 and 5 should help identify and locate the person to whom inquiries regard- 
ing tho records should be directed* 


Entry 6 should shew what kind of authorization is requested* Only ono of two 
kinds of authorizations may be requested an a particular form* 

Box ft should be marked if ijraaediate disposal is to be made of past accumu- 
lations of records, and the completed form thus marked is a list* 

Boa: B should be marked if reoords that have accumulated or will continue 
to ao cumulate are to be disposed of at some definite future time or 
periodically at stated intervals, or if disposal is to be made of micro- 
photographed records after it has been ascertained that the microfilm 
copies were made in aooor dance with the standards prescribed in GSA Regu- 
lations 3-17-105# 00; and the completed form thus marked is a schedule* 

Entry 7 should contain the numbers of the items of recoids identified on tho form 
in sequence, i*e* 1, 2, 3, 4, etc* 

Entry 8 should show what records are proposed for disposal* 

Center headings should indicate what officers record? are involved if all records 
described on the fora are not those of the seme office or if they are records 
created by another office or agency* 

An identification should be provided of the types of records involved if they are 
other than textual records, for example, if they are photographic records, souiri 
recordings, or cartographic records. 

An itemization and accurate identification should be provided of the series of 
records that are proposed for disposal* Bach series should comprise the largest 
practical grouping of separately organized and logically related materials that 
can be treated as a single unit for purposes of disposal* Component parts of a 
series may be listed separately if numbered consecutively as la, lb, etc*, under 
the general series entry* * 

i 

A statement should be provided showing when the reoords were produced or when d is- 
posal is to be made of the reoords, thus: 

If Box A under entry 6 was marked, the inclusive dates during which the records 
were produced should be stated* 

If Box B under entry 6 was marked, the period of retention should be stated* The 
retention period may be expressed in terms of years, months, etc., or in terms 
of future actions or events* A future action or event that is to determine the 
retention period must be objective and definite* If disposal of the records 
is contingent upon their being microfilmed, tbs retention period should read: 
«Until ascertained that miorophotographlo copies have been made in accordance 
with GSA Regulations 3-17-105*00 and are adequate substitutes for the paper 
records* 11 

Entry 9 should show what samples of records were submitted for each item, or with 
what .lob number such samples were previously submitted. Samples of types of records 


ID should be left blank* 


STANDARD FORM 115a 
RE V I SED DECEMBER 1951 
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,-^VI ces ADMIX I STRATI ON 


BIT 2a, APPtiiDIX A 
SSA flCG. 3-1 V- 100.0 2 

Job No page ; 

of pit ,gea 


REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-ContinuaHon Short 


7. 

ITEM NO, 


8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 


3 . 

SAMPLE OR 
JOB NO. 


10 , 

ACTION TAKEN 



* t0 be tubnitted to the National Archive* ari d Record* Service 





ZrhXW.b 3, Apjionsth" A 
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Revlon 

Area Served 

Mailing Addroas 

2 

New York, Pennsylvania, 

New Jersey, and Delaware 

General Services Administration 

2?0 Hudson Street 

New York 13, New York 

3 

District of Columbia, Maryland, 

West Virginia, Virginia, Puerto 
Rico, and the Virgin Islands 

General Services Administration 

GSA Regional Office Building 
Washington 25, D. C* 

ii 

North Carolina, South Carolina, 
Tennessee, Mississippi, Alabama, 
Georgia, and Florida 

General Services Administration 

50 Whitehall Street, S. W* 

Atlanta, Georgia 

5 

Kentucky, Illinois, Wisconsin, 
Michigan, Indiana, and Ohio 

General Services Administration 

Room 528, Court House 

219 South Clark Street 

Chicago k, Illinois 

7 

Texas, Louisiana, Arkansas, 
and Oklahoma 

General Services Administration 

Hlk Commerce Street 

Dallas 2 , Texas 

8 

w 

Colorado, Wyoming, Utah, and 

New Mexico 

General Services Administration 

Bldg# ill, Denver Federal Center 
Denver, Colorado 

9 

California, Arizona, Nevada, 
and the Territory of Hawaii 

General Services Administration 

630 Sansome Street 

San Francisco, California 


. s 

GSA RECORDS DEPOSEPORTW!* 

1 

Maine, Vermont, New Hampshire, 
Massachusetts, Connecticut, and 

Rhode Island 

General Services Administration 

Post Office & Courthouse 

Boston 9, Massachusetts 

t 6 

• t 

Missouri, Kansas, Iowa, Nebraska, 
North Dakota, South Dakota, and 
Minnesota 

General Services Administration A 

Room 1800, Federal Office Building 
Kansas City, Missouri 

10 

Washington, Oregon, Idaho, Montana, 
and the Territory of Alaska 

General Services Administration 

909 First Avenue 

Seattle k» Washington 

* Tl aa S ftSndedT lted ** pres8nt typS3 o£ records specified in GSA Circular Ho. % 

V 
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EXHIBIT A‘PPEH0IX A 


<3 S A FORM >168 

AGENCY records center 

ADM! H ( STM AT (OM ANNUAL REPORT 

1. REPORT FOK FISCAL YEAR ENDING 

2. DEPARTMENT OR AGENCY 

liWST RUCTIONS: This form (original only) is to be submitted 
within' 60 days after the close of each fiscal year to the 
National Archives and Records Service, General Services Admin- 
i strut ion. Wnshina ton 25 . D.' C. . for each Agency Records Center. 

3 . LOCATION OF RECORDS CENTER (Street, 

city, end State) 

^4. Volume of records on hand at the begin- 
ning of the fiscal year (cubic feet} 

' 

9, Average number of personnel employed by 
the center during the fiscal year 


5, Volume of records accessioned during 
the fiscal year (cubic feet) 


10. Average amount of space occupied by the 
center during the fiscal year (sq.ft,) 

_ - 1 — 


/*^yolume of records disposed of during 
he fiscal year (cubic feet) 


11. Number of 4or$ drawer units of steel 
filing equipment utilised at the end 
of the fiscal year 


7^voiumo of records transferred from the 
center during the fiscal year (cu. ft.) 


12. Number of steel transfer cases 
(drawers) utilised at the end 

0 f the f 1 seal year 


8 , Volume of records on hand at the end of 
the fiscal year (cubic feet) 

i 

13. Total number of reference services 
during the fiscal year* 


14. DATE 

i 

16. 

SIGNATURE 

15. T 1 T LE OF PERSON SIGNING REPORT 



NOTE: Non- record material is to be included in the volume totals. 

♦Reference services comprise (1) each file item furnished on loan or for reproduction or for reference use in the center 
and (?) each occasion on which information is furnished from the records (orally or written). A file item may be* « 
single document, a folder, a bound volume* etc., depending upon the physical manner in which the records are stc-red, 
* removed and furnished to the inquirer. If the request is for one document or several documents filed separately, each 
document constitutes a file item. If the request is for certain folders, each folder constitutes an item, etc. 
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